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Taylor, Andy _ " )
From: stearle@doe.k12.ga.us ’ ‘s:

Sent: Monday, August 20, 2001 4:48 PM '

TJo: astaylor@sos.state.ga.us } :

Subject: Governors' Honors Program Selection Process Files (77-446-/—\)

Dear Mr. Taylor:

At this time, | am requesting that the procedure for archiving the Governor's Honors Program {GHP) Selection
Process Files (Application Number 77-448-A) be terminated, for the following reasons:

(1) GHP is a six-week, summer residential program. The files we are archiving are selection process files.
Foliowing the conclusion of the program, the files no longer serve a purpose. The program is over. Thus, itis

no longer deemed necessary that we retain the selection process files.

(2) Retaining these files in the Department of Education for one year before sending them to archives, requires
that we reserve a storage space of considerable size. Space is at a premium.

Our'f:')reference is that we destroy these files upon completion of the summer program annually.
Please contact me if you have questions or concerns.

| appreciate your consideration of this reduest; and, | look forward to hearing from you.

Joe Searle, Director
Governor's Honors Program
1770 Twin Towers East
Atlanta, Georgia 30334-50
(404) 657-0183

(404) 657-7096 fax

8/21/2001
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OFFICE O
APPLICATION FOR RECORDS RETENT! SCHEDULE | e S e A Erau oY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76--RM--1 for instructions on completing this form. fomard slgned original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Scheduling Section. - 270 123-G \
FOR AGENCY USE 1. Agency Address : FOR RECORDS MANAGEMENT USE
Application Date - | -Department of Education k Application Number
Division of Curricuium Services 77-‘-{’-]9-A
- N ]
Application Number Gove rnor's Honors Program ) Cate Boceired Date Compieted
1954 Twin Towers East AN 21 1087 | EEB 4 1987
Atlanta, GA, 30334 K ! | &5 7
2. Person to Contact Working Title ' Telephone Number
Lonnie Love . Administrator 656-5812
3. Action Requested
a. [0 Establish Retention Schedule; record will continue to acecumulate.
b. [0 Dispose of present accumulation; no further accumulation anticipated.
c. 4 Amend Application No. _77-448-A Check One: X Change; O Supercede; O Void
4. Dates of Series 5. Records Series Title (followed by title used in office; If different)
Earliest . Latest ,
1964 | to Date Governor's Honors Program Selection Process Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Governor's Honors Program Unit provides a flexible education program to meet the needs
of many of Georgia's gifted and talented students through a summer program total learning
experience on one or more of our college campuses. The program is designed to provide
gifted tenth and eleventh grade students enrolled in Georgia's public and private secondary
schools challenging and enriching educational opportunities not usually available in their
regular school experience. The program is designed to assist students in recognizing their
potential and empower them as life-long independent learners.

CORY

7. Record Series Description This file contains the following documents {include form numbers and titles, if any):
" Attach samples of the file.

Documents relating to: Receiving and reviewing nominations and compiling nominee, finalist,
alternate and rejection 1ists for Governor's Honors Program.

Included are: 1, STUDENT FILES - Nomination Forms, letters to Finalists and Alternates,
- Student Withdrawal Letters, Parent/Student Consent Forms and Interviewer
Score Sheets and related correspondence.

2. LOCATOR CARDS - an indexing system for locating individual student files.
located within a School System File by Subject Area.

File Arrangement: 1. STUDENT FILES - arranged chronologically by *school year, thereunder
alphabetically by school system, thereunder alphabetically by SUBJECT
AREA, thereunder alphabetically by student name.

File Is arranged: 2. LOCATOR CARDS - chronologically by *school year, thereunder
alphabetically by student name.
8. Monthly Reference Rate How often are records rqferred to which are:
One to six months old __2.._;...4.,: Seven to twelve months old __1__; Thirteen to twenty-four months old 1

twenty-five monthsandolder ___0 7
9. Annual Rate of Accumulation of Records

Letter-sizedrawers —______ ; Legal-size drawers ___._1...‘___._; Shelves __________; Other {specify)

AR-50—71; Rev.78 {Over)




YES | NO | 10. Questionnaire  {Place ¢ . X'’ in the proper column) B ' , \]
a. Is this the official copy of the series? . ¢ : 1
X If not, where is it? v

X bPLD°9e§ the s&nes contain confidential information requiring security handling? 1f yes, é:ite law or reguiation.

¢ ls thes a vital record? ‘ .

d. Does this series have historical or long term research value? ‘ i
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could thesa

N/A __documents be scheduled separately?
X f._1s the information contained in this series ever published? 1f ves, attach copy, Annual(when funds available? |

X g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
If ves, attach copy,

. Y

>

h. is there a duplication of this series in your offme of in another office or agency?
X M yes, where?

X i_ls this series for 8 major portion of it! regularty microfilmed?

X i.Does the record series result in a computer orintout?
11. Retention Requirements The following requires the series to be kept:
a. State Law years. | d. Audit period years,
b. Statute of limitation years, e. Administrative need . 3 years.
¢. Federal law years. f. Federal retention instructions years,

Attach copy or excert of laws or regulations. Explain administrative need.
e. This series is maintained to provide continuity in administering the Governor's Honors

Program.

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
O Calendar Year; O Fiscal Year; K1 Other _*School Year then,
(*August 1 - July 31)

X Hold in the current filesarea _______month(s) 1 ____ vear(s); then
O Transfer to local hoiding area; hold ________vear(s); then

X3 Transfer to State Records Center; hold _Z__mvear{s): then

K Destroy.

O Transfer to State Archives for permanent retention.
O Other {Specify)

o8

These instructions apply to al! prior and future accumulations of the series.

Head/Designee (Signatura) ) Date Records Management Officer (Signature) Date

i o7 | il KBk e

State Records Commiittes (Signature) Date
Recommendations in para- o i

graph 12 are approved. State Auditor/Designee m (..452 -8 7
(If disapproved, attach letter W / /

of explanation.) Secretary of State/Designee W . /} 7 €7

. Attorney General/Designee i} 4 z /4 : - J;_/f/éz




OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form, Forwatd signed original to

Department of Archives and History, Fleoords Management Division, 330 Capitol Avenue, Atianta, Georgla 30334,
Attention: Scheduling Section. ! :

‘FOR AGENCY USE 1. Agency Address 4 FOR RECORDS MANAGEMENT USE
Application Date Department of Education Application Number
Division of Curriculum Development and -7 'T_ Uy 8.:9‘_
Application Number Pupil Personnel Services Date Received Date Completed
Governm:- s Honors Program SEP 2 & 1984 | ﬂDV 01 1984

2. P;rsengt;éontact - Working Title - ' Telephone Number

| Lonnie Love B GHP Coordinator _ . : .. - $£56=5812
3. Action Requested

a. [ Establish Retention Schedule; record will continue to accumuiate.

b. O Dispose of present accumulation; no further accumulation anticipated. _

¢. X0 Amend Application No. _77-448 . Check One: [0 Change; (O Supercede; 00 Void
4. Dates of Series 5. Records Series Title (followed by title used in offrce, if different)

Earliest " Latest NO\‘Y\\ Hown
1964 | to date Governor's Honors ProgramfFiles

6. Dmsnon and Office Function What is the function of the Division and the Office in which this record series is created?

NO CHANGE

7. Record Series Description This file contains the following documents (include form numbers and titles, if any):
Attach samples of the file.

Documents relating to:

No Change
Included are: ‘
No Change
A File is arranged:
8. Monthly Reference Rate How often are records referred to which are:
Dne to six monthsold . ; Seven to twelve monthsold . __; Thirteen to twenty-four months old ;
twenty-five monthsandolder __________?
9. Annual Rate of Accumulation of Records L
Letter-sizedrawers ____; Legalsizedrawers —____ ;Shelves ____; Other {spacify)
AR-50--71; Rev.76 . {Over)

r




39

YES

NO | 10. Questionnaire _ (Place an X'’ in the proper column}

44

a. Is this the official copy of the series?
If not, where is it?

J— e 1

b. Does the series contain confidential information requiring security handling? If yes, ci#e law or regulation.

X c. Is this a vital record?

X d. Does this series have historical or long term research value?

N/A documents be scheduled ggg_a_;glv?

e. When one or two documents in the file make it necessary to keep the entire file for a Iong perlod could these

X f, Is the information contained i rie r published? If ttach copy. -

9. Is the information contained in this series ever analyzed and/or recorded in a8 summarized report?
X If yes, attach_copy,

h. Is there a duplication of this series in your office, or in another office or agency?
X | If ves, where?

x i._Is this w&immcmgmmmmmﬁd?

1.

x i._Does the record series result in a computer printout?

Retention Requirements The following requires the series to be kept:

a. State Law years. d. Audit period

b. Statute of limitation years. e. Administrative need 3

¢. Federal law — Years, f. Federal retention instructions

Attach copy or excert of laws or regulations. Explain admiinistrative need,

NO CHANGE

years,
years.
years.

12.

Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
O Calendar Year; (& Fiscal Year; O Other

[J Holdinthe current filesarea _____~ month{s) _______ __ vear(s}; then
O Transfer to local holding area; hold _____ ______ vyear(s}; then

® Transfer to State Records Center; hold 3 __year(s); then

R Destroy.

{1 Transfer to State Archives for permanent retention.
O Other (Specify)

0%

These instructions apply to all prior and future accumulations of the series,

then,

| Agency I-IeadIDe signee (Signature) Date | Records Management Officer (Signature)

Date

Wi éa%a | zé?//fe( (ewrtiin 2Lk,

State Records Commiittee (Signature) Date
:r:ﬁ]r‘:?:r:gaat;x;\::d‘?ara- State Auditor/Designee 7 -7 \s‘-"‘b( I Q/ "'/ fr
g: :;:Eg;fﬁd} attach leteer Secretary of S’tate/Designee idbu atd w.t,( 4“"’\—’ | . 10 { It , f"f'
_ Attorney General/Designee W /M




DR '4_3‘7’-!{’/;:‘]"/

APPLICATION FOR RECORDS AE?PENTION SCHEDULE DO T O AR O e ey

RECORDS MANAGEMENT DIVISION

.- INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section,

FOR AGENCY USE 1. Agency Address . FOR RECORDS MANAGEMENT USE
Application Date Department of Education L Application Number
Nov. 16, 1977 Div. of Curriculum Development and Pupi 77_ Ll-\l- q
Application Number Personnel Services , Date Recsived Date Comptated
Gov_ernor's Honors Program NOV 17 1977 Inov 29 1977
—Atlanta, Ca. 30334
2. Pergfin to Contact Working Title Telephone Number

largaret 0. Bynum Consultant 656- 2414
3. Action Requested
3. [ Estaousn Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

¢. O Amend Application No. Check One: O Change; [ Supercede; [ Void

4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest

1964 | to date Governor's Honmors Program Nominations Files
6. Division anc! Office Function What is the function of the Division and the Office in which this record series is created?

The Governor's Honors Program Unit Provides a flexible education program to meet the

needs of many of Georgia's gifted and talentd students through a summer program total
learning experience om one or more of our college campuses.

Copy

7. Record Series Description - This file contains the followirig documents (include form numbers and titles, if any):
nominations
Documents relating to: Receiving /and compiling nominee, flnalist , alternate and rejectidn lists

for the Governor's Honors Program.

Included are: Nomination forms, public relationsforms, alterpate forms, reject forms,
withdrawal forms and related correspondence.

'File isarranged: Chronologically by year; thereunder alphabetically by student.

8. Menthly Refarence Rate How often are records referred to which are:

One to six months old _.?..__._..: Seven to twelve months old __1__...__ Thirteen to twenty-four months old
twenty-five months andolder___0 7

9. Annual Rate of Accumulation of Records .
Letter-size drawers .3 _; Legalsize drawers ——— oo .;Shelves ______;Other {specify)

AR-50-71;, Rev.76 N {Over)




vEs | NO_| 10, Questionnaire _{Place an *X* in the proper column) ' ' R |
X a. ls this the official copy of the series? , L. T
If not, whera is it? '
X b ﬂoesg t:ii'le ?ér(i)es contain confidential information requiring security handling? If yes, qnte law or regulat;on .
PL = ' 4

X | c._ls this a vital record?. - k
X 1 d. Does this series have historical or long term research value?

e. When one or two documents in the file make it necessary to keep the entlre file for a long period, could these

A docume_ts_m_sgb_edu_ed_sega_atelv? N
X f . - . -
X g. Sthei nfﬁrmation contamed in this series ever analyzed and/or recorded in a summarized report?
if ves, attach copy.
h, 1s there a duplication of this series in your office, or in another offlee or agency?
X If ves, where?

X1 i !sthmmLMmmmzmaﬁuLteguladmmumew
X 1__j. Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept:
a. State Law years, d. Audit period : : years.
b. Statute of limitation . years, e, Administrative need ' 3 - years.
¢. Federal law , years. f. Federal retention instructions years,

Attach copy or excerpt of laws or regulations. Explain administrative need.

e. This series is maintained to provide continunity in administering the Governor's
Honors Program.

12. Aooroved Disposition Instructions  This agency recommends that the file series be cut off at the end of each:
O Calendar Year; @ Fiscal Year; O Other then,

@ Hold in the current filesarea .. __month(s) ___1 __ vear(s}; then
O Transfer to local holding area, hold _______vyear({s); then

@ Transfer to State Records Center; hold _._.Z._.._._year(s) then
& Destroy, EXCEPT that for years endlng in 4 and 9 transfer one cubic foot to

{0 Transfer to State Archives for permanent retention. State Archives for permanent retention.
0O Other (Specify) '

COPY

These instructions apply to al! prior and future accumulations of the series,

pa_ LI/

on 'Signature) Date Records Management Officer (S;gnawre) Date
H-14-77 | Watheo L. Bavn ﬁ 10-3-7)
. State Records Committes {bignature/ Date
Recommendations in para- )
graph 12 are approved. State Auditor/Designee , / /- ‘J‘P‘ 77

{If disapproved, attach letter ‘ .
of explanation.) Sacretary Jf&te/Designee M ' 11-22-7A

Attorney General/Designee // / \f : | // / § 7)

AR--50~71; Rev. 76 {Reverse Side)

-




